Blue Hills Regional Technical School

Continuing Education

Course Title:


Computer Basics

Prerequisite:

None

Instructor’s Name:

Craig Maire

Date:



October 4, 2004
Phone:


781 828-5800 ext 422 (cell 774 536-7836)

e-mail:


cmaire@bluehills.org

Web Address:

http://www.craigmaire.com/ComputerBasics.html




http://office.microsoft.com/en-us/default.aspx
Course Schedule:

Wednesday 6:00 PM – 8:30 PM
Textbook




Course Description: Course Description:


Students will learn various facets of Computers.  Emphasis will be put on training to use computers to solve business needs. 
Objectives:
 Upon completion of this course, the student should be able to:


· understand introduction to Computer Hardware and Software

· understand introduction to collaborative use Hardware and Software.

This course focuses on the use of Windows Software and the Operating System commands needed to execute business documentation. Students will work on laboratory exercises designed to assist in learning from a beginning level through to intermediate in order to meet the training needs of the class.

Instruction Methods:  This course is an instructional laboratory course, although all cooperative learning opportunities will be explored, such as classroom discussions, student projects, and presentations.  Emphasis will be placed on developing a basic understanding of Computer Hardware and Microsoft Windows as it is used in American Business today.

Grading:  Students’ performance shall be determined according to the following criteria:

1. Classroom Tutorials and Projects (40%). 

2. Project :  Computer  Basics (50%). 

3. Internet Research Assignment (10%).

Extra Help: Any student who has difficulty in class should see the instructor to schedule an appointment for additional help.  Students may also call or e-mail the instructor regarding missed assignments or questions about course material.

Course Outline

 

Week 1

Introduction 

The Internet and World Wide Web

Week 2 

Application Software

Week 3

The Components of the System Unit

Week 4

Input

Output

Storage

Week 5

Operating Systems and Utility Programs

Week6

Communications and Networks

Database Management

Weekly Progress Report

What’s the most important point that’s been made in the class this week?

What question would you like most to have answered regarding the class this week?

Of all the topics covered this week, which is most unclear to you?

At what moment in class this week were you most engaged as a learner?

At what moment in class this week were you most distanced as a learner?

What surprised you most about the class this week?

